EVENTS TEAM POLICY STATEMENT
Dukeries u3a Events Team plan trips and social events for members.  The team meets approximately seven times per year, in various locations, to share ideas and plan events. Events and trips will be advertised in the Dukeries Newsletter, posted on the website and in social media.   
The Events Team plan to offer tickets with both low and high values, to ensure accessibility to events, by the maximum numbers of members. 
Each event should be self-funding from ticket sales.  (Occasionally, requests may be made to the committee for a subsidy towards the event). Money from ticket sales is given to the Treasurer for banking.  Income and expenditure for each event should be recorded by the Event Leader and filed by the Event Team Convener.  Receipts must be obtained for any items purchased for an event and sent to The Treasurer for re-imbursement.

Some events may result in a profit, which should be held in the Events Team Reserve Fund.
Some events may result in a loss, which should come out of the Events Team Reserve Fund.
If a profit is made on a coach trip, which equates to more than £2.00 per person, the amount should be rounded down to the nearest pound, and paid back to the passengers on the day.  Profits less than £2 per head will be transferred into the Events Reserve Fund.

If a ticket holder is unable to attend the event, the ticket may be sold to another person, who will pay the cost direct to the original buyer.
Tickets will always be offered to Dukeries Members first. After time, they may be offered to members in neighbouring u3a’s, or friends and family.
If guests who do not belong to a U3A want to join a trip involving coach travel, they must complete a one-day membership form.
Tickets will be issued when proof of purchase is evident, and payment will secure a place for a trip or function.

Should a member become no longer able to be responsible for themselves, they may still be able to access trips and events, with a Carer.  The Carer’s name, address and telephone number must be on file at Dukeries u3a.  The member must pay any necessary costs for the Carer.  The Event Leader will establish whether a discount or free ticket might be available for the Carer from any Outside Provider.

Should food be part of any event, members will be asked if they have any dietary requirements at the time when the ticket is purchased. All requirements will be confirmed with Caterers.  On the day of the event, special food must be clearly marked, and served by the caterer to the person/or the person should collect their own meal

A risk assessment must be in place for each event.  Participants in any event should carry an In Case of Emergency Card.  A register, or list of names should be recorded for each event or trip and filed by the Convener.

Members of the Event Team will be mindful that some members may not have a partner, and may attend events alone.  Every effort will be made to ensure they have people to be with and new friends to meet.
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